PART E, CHAPTER 3.2: OPENING, TRANSFERRING, AND PHASE ADJUSTING CASE RECORDS
	Policy Number
	Authority
	Scope 
	Effective Date

	Part E, Chapter 3.2
	N/A
	All TWC-VR staff
	09/03/2024
09/16/2026



…
PROCEDURES
This section outlines the procedures for Part E, Chapter 3.2: Opening, Transferring, and Phase Adjusting Case Records.
…
D.    Transferring Closed Cases 
If the customer will be reapplying for services and the paper case file is still at a local TWC-VR office at the time of the request, the closed case file must be sent using certified mail to the receiving office within three business days of the request for a transfer.
If a customer's closed paper case file has been transferred to the RMC, TWC-VR staff retrieves the paper case files from the RMC in accordance with TWC Records and Information Management Manual, Records Storage.
A closed case must not be transferred from one caseload to another caseload in RHW.
Transfer of an Entire Caseload: To transfer an entire caseload, the Regional Field Services Delivery Director will send a memorandum to the TWC-VR Director requesting:
· Approval; and
· Coordination of the transfer.
Additional guidance for transfer of an entire caseload will be provided by State Office Executive Management.
Transfer of a Case Record Using RHW: Once the case record is delivered to the receiving local TWC-VR office, the receiving VR Manager, VR Supervisor, or designee must transfer the case in RHW. If the case is sent to TWC RMC, the management unit mailing the case must transfer the case in RHW.
APPROVALS & CONSULTATIONS
TWC-VR staff must follow the following approvals and consultations: 
· VR Supervisor approval is required when a phase adjustment is within the same program year quarter.
· Deputy Division Director of Field Services Delivery approval is required when a phase adjustment is outside of the program year quarter and must be sent by email to vr.rhwsupport@twc.texas.gov to phase adjust the case after approval.
· Deputy Division Director of Field Services Delivery approval is required for exceptions to standard TxROCS User Roles.
· VR Regional Field Services Delivery Director approval is required when transferring an entire caseload.
…
REVIEW
The Policy Team, or designee, is responsible for reviewing this policy and these procedures and will update the Document History log if necessary.
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	09/03/2024
	New
	VRSM Policy and Procedure Rewrite

	09/16/2026
	Revised
	Updated Regional Director to Field Services Delivery Director 



